
Job Announcement
           http://mdcourts.gov 

            TTY/D use Maryland Relay Service

Opening Date: December 20, 2012 Closing Date: January 3, 2013

Job Title: Licensing Clerk Position Type: Temporary Full Time (3 month assignment)

PIN: 803004 FLSA Status: Non-Exempt

Location: Circuit Court for Baltimore County
Towson, Maryland

Salary:
Financial Disclosure:

$7.25 per hour (No State Benefits)
No

Essential Functions: Review paperwork, verify and enter data for various license applications.  Process daily mail to
include business applications, outside marriage ceremony returns, certified copy requests, notary commissions and
correspondence relating to all areas of the Licensing department which may involve research and reply.  Prepares certified
copies of records.  Performs other duties in Clerk’s Office as assigned.

Education: High School Diploma or GED

Experience: None required.

Preferred: One year of clerical and customer service experience.

Skills/Abilities:  Ability to perform general clerical skills. Ability to follow written and verbal instructions.  Knowledge of and
the ability to follow office procedures.  Ability to communicate in a patient and tactful manner and to effectively convey
directions, instructions, and information to the public. Basic math skills. Ability to work as part of a team.  Ability to perform
all essential functions of this position. 

Please submit a Maryland Judiciary employment application (unsigned applications will not be accepted) or resume and
cover letter stating position title. Materials must be received at the address below by 4:30 p.m. on the closing date. The
Human Resources Department will not be responsible for applications/resumes sent to any other address. 

Circuit Court for Baltimore County
County Courts Building
401 Bosley Avenue
Towson, MD  21204
ATTN: Julie Ensor, Clerk of Court

The Maryland Judiciary is a drug free workplace and an equal opportunity employer, committed to diversity in the
workplace. We do not discriminate on the basis of race, religion, color, sex, age, sexual orientation, national origin or
disability.  Applicants who need accommodation for an interview should request this in advance.  The candidate selected
for this position will be subject to a background check. Employees must be United States citizens or eligible to work in
the United States.


